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DESCRIPTIONS OF OCCUPATIONS: OFFICE EMPLOYEES 

PREPARED FOU THE U. S. EMPLOTMENT SERVICE BT THE TJ. S. BTTREAU OF 

LABOR STATISTICS. 

INTRODUCTORY STATEMENT 

The descriptions of occupations are based on investigations, in- 
cluding private interviews and correspondence, extending over prac- 
tically the entire United States. 

The outstanding fact developed by these investigations is that 
there are few standard or generally accepted occupational names or 
definitions. It has, therefore, been necessary for the Bureau of 
Labor Statistics to define certain occupational terms and classifica- 
tions and to assume the acceptance of these definitions by those using 
the occupational descriptions. The bureau is fully aware of the fact 
that some important occupations have probably been omitted and 
that in some cases subdivisions may have been carried too far. These 
faults can be corrected only by means of suggestions and criticisms 
arising from use of the descriptions in filling positions. 

The users of these descriptions are urged to send to the Bureau 
of Labor Statistics all suggestions and criticisms as they arise so that 
eventually there may be developed a national standard of occupa- 
tional descriptions. 

Acknowledgment 

The Bureau of Labor Statistics wishes to thank all those who have 
contributed to the compilation of the occupational descriptions herein 
contained. So many individuals and representatives of business or- 
ganizations have been consulted that it is impossible to make special 
mention of such services. 
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PREFATORY STATEMENT 
IMPORTANT. 

The object of these descriptions is to furnish definitions of the various office 
occupations, so that specificatrions for help may be mlade uniform, also to furnish 
a means by which the individual accepting employment may be informed as to 
the nature of the work he is expected to do. 

Each occupation has been described under the most generally accepted title. 
The descriptions have been carefully prepared 'with the view of stating clearly 
and briefly what each occupation requires in the way of performance and quali- 
ficatioif ,, so that an office manager or employment manager can readily specify 
the help wanted and can pick the worker best fitted to fill the position. 

Without such standard definiti<yis advertisements and appeals from the vari- 
ous Government departments or from a central employment agency would lose 
their effectiveness, especially when the recruiting is nation wide. 

The statement of actual requirements under the heading of " Schooling " does 
not have reference to those already working, but should be interpreted to mean 
that no one should enter the specified position at the present tim« without 
having the equivalent of the stated schooling. " Common school " signifies the 
completion of the common-school course. 

DirectioBS for using descriptions and code words 

INDEX: In order to find any given occupational description in office occupa- 
tions use the ind<ex. 

CODE WORDS: Each description has a code word which, when communicated 
to any person who has aocfess to these descriptions of occupations, will enable 
him to know exactly what is called for by referring to the diescription indicated 
by the code word. (See Code words.) 

If an employee is wanted who has training sufficient to do work in any two 
or more occupations described, the code words of these descriptions should be 
combined to indicate the combination of qualifications. For example: The code 
word designating a RECEIVING CLERK and SHIPPING CLERK (see p. 17) 
would be RAID-SAP; for a COLLECTION MAN and CREDIT MAN (see pp. 11, 12) 
would be CAPER-CARD; for an OFFICE EQUIPMENT MAN and OFFICE MAN- 
AGER (see pp. 14, 15) would be OBOE-OCHER. 
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DESCRIPTIONS OF OCCUPATIONS 

ACCOUNTANT ABATE 

Kindred Occupations: Auditor; Cost aeconntant. 

Description: The accountant makes a thorough study and analysis of the 
business and devises and installs the forms of books and accounts best 
adapted to meet tlie needs of the concern. Once a satisfactory system 
has been put into operation, tlie accountant oversees the general book- 
keeping force and makes up statements of results when required. He 
interprets the results shown by the financial statements and prepares 
such special statements as are needed. 

Qualifications: Should be familiar with general office practice and should 
have an analytical mind. Should have executive ability and be mentally 
alert. Should have graduated from an accountancy school of recognized 
standing, or have had equivalent experience. 

Schooling: High school; higher education desirable. 

ADDRESSING-MACHINE OPERATOR ABIDE 

Description: The addressing-machine operator i-uns a machine which auto- 
matically addresses envelopes, circular letters, pay rolls, time cards, 
or similar things, as they are inserted, 
ftualifications : Manipulative skill; knowledge of filing desirable; should 

know how to work the graphotype machine. 
Schooling: Common school. 

ADVERTISING MANAGER ABODE 

Kindred Occupation: Copy writer. 

Description: The advertising manager plans and carries out the publicity 
policy of the firm. 

Qualifications: He must be able to write and arrange forceful, timely, con- 
vincing, and grammatical copy for newspapers, magazines, trade and 
house papers, catalogues, form letters, booklets, and other advertising 
mediums. He must understand the details of publishing and printing 
and must determine the size, frequency, and position of insertions. He 
should have had selling and newspaper experience and know the advan- 
tages and limitations of the various advertising mediums. He must 
have initiative, originality of expression, breadth of view, and a knowl- 
edge of human nature. 

Schooling : High school ; higher education desirable. 

AUDITOR ABOUT 

Description: The auditor checks up the work of the bookkeepers; recon- 
ciles accounts.; takes trial balances and gets the books in shape for 
making the statements and analysis sheets of the business. He prepares 
an official statement of the condition of the books and is responsible 
for the accuracy of this statement. He helps the accountant make up 
new forms or change existing forms. 
88594°— 18 2 (9) 
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ftualifications: Should be familiar witli general office and accountancy prap- 
tice. Should be mentally alert and should have an analytical mind. 
Should have graduated from an accountancy school of recognized stand- 
ing,- or have had equivalent experience. 

Schooling : High school ; higher education desirable. 

BILL CLERK BANK 

Kindred Occupation: Order clerlj. 
Description: The bill clerk prepares bills on a typevcriter, on a 'billing 

machine, or by pen. 
Qualifications: Must be a good penman and be able to operate a typewriter. 
Schooling: Common school. 

BOOKKEEPER BARE 

Kindred Occupation: Ledger clerk. 
Description: The bookkeeper keeps a systematic record of the transactions 

of the business in a set of books or on cards and takes trial balances, 
ftualifications : Good penmanship ; good memory ; a thorough knowledge of 

single and double entry bookkeeping. 
Schooling: Common school; should have had a bookkeeping course in a 

school of recognized standing. 

BOOKKEEPER, TYPEWRITING MACHINE BLEND 

Kindred Occupations : Bookkeeper ; Ledger clerk. 
Description: The typewriting machine bookkeeper keeps a systematic record 

of the transactions of the business in a set of books or on cards and takes 

trial balances, using the typewriting adding machine for making entries, 
ftualifications : Good penmanship ; good memory ; a thorough knowledge of 

single and double entry bookkeeping ; should have had a bookkeeping 

course in a gchool of recognized standing. 
Schooling: Common school. 

CALCULATING-HACHINE OPERATOR (Other than comptometer) CRUMB 

Kindred Occupation: Comptometer operator. 
Description: The calculating-machine operator manipulates one or more 

calculating machines used in making various computations, 
ftualifications: Should be familiar with the use of an adding machine and 

a multiplying and dividing machine other than the comptometer. 
Schooling: Common school; preferably high school. 

CARD-PUNCHING-MACHINE OPERATOR CLICK 

Description: The cardpunching-piachine operator transfers data from 

original records to tabulating machine cards by punching holes into a 

standard tabulating card, 
ftualifications: Accuracy; speed. 
Schooling: Common school. 

CASHIER CANT 

Description: The cashier receives and receipts for money paid to the firm; 

pays out money on proper authorization ; keeps account of money 

handled ; and performs incidental work, 
ftualifications; He should have had experience in the rapid and accurate 

handling of money ; must be able to detect counterfeit money ; should 

have a knowledge of business law and common banking practice ; should 

have a memory for facts and faces. 
Schooling: High school. 
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CHIEF CIERK CAP 

Description: The chief clerk supervises the work of the office force and sees 

that the instructions of the department manager are carried out. 
Qualifications: He should have had previous executive experience and 

should be familiar with efficient office practice. Should have judgment, 

tact, and a high degree of executive ability. Courses in business and 

office practice or equivalent experience. 
Schooling: High school; higher education desirable. 

CIAimS OR COMPIAINT ADJUSTER CROWD 

Description: The claims or complaint adjuster investigates claims or com- 
plaints made against the firm, 
aualifications: He must be able to adjust complaints to the satisfaction of 
the customer and the firm. He should have had some experience in 
positions involving problems arising out of the relations between buyer 
and seller. He must understand the goods or services which he is to ad- 
just. He must be able to use spoken and written 'language convincingly 
and tactfully. 
Schooling : High school ; general courses in business law 

CLERK, GENERAL CLIFF 

Description: The general clerk performs under supervision prescribed 

clerical work of minor importance. 
Qualifications: Familiarity with .office procedure. Good penmanship, ac- 
curacy, and quickness. 
Schooling: Common school. 

COLLECTION MAN CAPER 

Description: The collection man is responsible for the collection of ac- 
counts due the firm. 
Qualifications: He must have a thorough knowledge of all credit instru- 
ments and know the best ways of approaching various types of men 
when collecting accounts. He must possess initiative and resourceful- 
ness and combine tact with firmness. 
Schooling: High school ; general courses in business law. 

COMPTOMETER OPERATOR CLIMB 

Kindred Occupation: Calculating machine operator. 

Description: The comptometer operator manipulates the comptometer, a 
nonlisting calculating machine used in making various computations. 

Qualifications: Carefulness, accuracy, manipulative skill. Course in comp- 
tometer operation. 

Schooling: Common school, preferably high school. 

CONTROLLER CLINK 

Kindred Occupations: Auditor; Accountant. 

Description: The controller scrutinizes demands against his firm, passes 
upon the accuracy, validity, or legality of such demands; acts in ad- 
visory capacity to the treasurer, cashier, or similar disbursing officers. 

Qualifications: Should have an analytical mind and be mentally alert. 
Should have had wide office experience, including accountancy practice. 
Should have graduated from an accountancy school of recognized stand- 
ing, or have had equivalent experience. 

Schooling: High school; higher education desirable. 
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COPY WRITER CLOSE 

Description: The copy writer secures information about the goods or serv- 
ices to be advertised and writes up this Information for the various 
advertising mediums, 
ftualifications: He must know the various types of printing and must be 
able to write and arrange forceful, timely, convincing, and grammatical 
copy for newspapers, magazines, trade and house papers, catalogues, 
form letters, booklets, and other advertising mediums. He must know 
how to make the fewest possible words bring the greatest results. 
Schooling: High school. 

CORRESPONDENT CLOAK 

Description: The correspondent collects data for, and formulates and dic- 
tates, correspondence for letters of a general nature. 
Qualifications: He must have a knowledge of the goods, services, organi- 
zation, and policy of the firm. He must be able to write letters tact- 
fully, convincingly, and grammatically. 
Schooling : High school ; higher education desirable. 

COST ACCOUNTANT CLOD 

Description: The cost accountant analyzes costs to determine efficient and 
economical management, and accurately determines the cost of produc- 
tion for the production and cost departments, 
ftnalifications : He must be a trained bookkeeper and understand the un- 
derlying princiiJles of accounting and business procedure. He should 
have a knowledge of general factory conditions. He should be able to 
determine the cost of production of various articles, and find labor, over- 
head, selling, and other desired costs. He should have had special ac- 
countancy training. 
Schooling : High school ; higher education desirable. 

CREDIT MAN CARD 

Description: The credit man investigates the financial standing and repu- 
tation of customers, and passes upon the extent of credit to be advanced 
them ; approves or rejects charge sales. 
Qualifications: He should be familiar with commercial agency ratings and 
be able to read reports and statements correctly and intelligently. 
Should have some accountancy training and a thorough knowledge of 
credit instruments. He should have a thorough knowledge of trade 
and financial conditions, have keen business insight, should be a good 
judge of men, possess tact, have a good memory, and be thorough. 
Schooling: High school. 

DICTAPHONE OPERATOR. (See Transcrlblng-maohine operator.) 

DISPATCH CLERK. {See Shop router.) 

DUPLICATING-MACHINE OPERATOR DAME 

Description: The duplicating-machine operator manipulates a machine such 

as the mimeograph or commercial duplicator, for producing a number 

of copies of the same material. 
Qualifications: Should have had sbme experience in cutting stencils and 

taking care of gelatine rolls. Should be careful, accurate, and neat. 
Schooling: Common school. 

EDIPHONE OPERATOR. (See Transcrihing-machine operator.) 
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EMPLOYMENT MANAGER EACH 

Description: The employment manager is responsible for tlie selection, 
training, education, promotion, transfer, and discharge of shop and fac- 
tory employees, 
ftnalifications : He must have the ability to judge human nature and should 
have had sufficient experience and training to make it unnecessary to 
delegate responsibility when hiring men. He must have self-control, and 
be masterful, yet tactful. He must be fair in dealing with employees 
and understand his duty to the owners as well as to the employees. He 
must be conscientious, diplomatic, firm, and have executive ability of 
high order. He should have had special training in economics, busiiioss 
administration, industrial hygiene, shop and factory management, sta- 
tistics, and labor problems. 
Schooling: College education or equivalent. 

ENTRY CLERK. (See Order clerk.) 

EXECITTIVE SECRETARY ELTTDE 

Description: The executive secretary performs such secretarial duties as 

involve executive and departmental correspondence, central clerical 

work, and detailed administrative work; makes effective the orders and 

policies outlined by executives, 
dualiflcations : High degree of clerical knowledge; administrative ability 

and experience. Training as private secretary desirable. 
Schooling: High school ; higher education desirable ; courses In business 

and secretarial practice. 

FILE CLERK FADE 

Description: The file clerk files away for safe-keeping letters and other 

papers, and finds them promptly when they are needed. 
Qualifications: Should have had some general office experience and be 

familiar with the various filing systems. Should be a keen observer, a 

quick thinker, possess a good memory and a mind for detail. Should 

be thoroughly conscientious, accurate, and alert. 
Schooling : Common school ; standard course in filing, or equivalent. 

GENERAL MANAGER. {See Office manager.) 

GRAPHOTYPE OPERATOR. (See Addressing-machine operator.) 

INVOICE CLERK. {See Bill clerk.) 

LEDGER CLERK LANE 

Kiidred Occupation: Bill clerk. 

Description: The ledger clerk posts items from the books, cards, or sheets, 
to the proper ledger accounts. 

Qualifications; Good penmanship; neatness; accuracy; knowledge of book- 
keeping principles desirable. Should know how to use an adding machine. 

Schooling: Common school. 

LIBRARIAN LAWN 

Description: The librarian classifies, indexes, and loans books, documents, 

and periodicals for the use of officials and employees; performs other 

required library services. 

Qualifications: Should have a knowledge of general library practice, hooks, 

authors, and publications. 
Schooling: High school; completion of standard course in library train- 
ing, or the equivalent. 
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MAII CLERK MADE 

Description: Tlie mail clerk opens, stamps with a date or time stamp, and 

distributes tlie incoming mail. He also sorts and incloses the outgoing 

mail and sees that enough postage is attached, and that letters are 

mailed, 
ftualiflcations : Carefulness ; accuracy ; honesty ; knowledge of different 

classes and rates of mail matter and office routine. 
Schooling: Common school. 

MESSENGER MESH 

Description: The messenger performs minor routine clerical work, receives 
and delivers messages, documents, and packages, meets and directs vis- 
itors, attends to the telephone. 
QuaUfications : Responsibility; tact; trustworthiness. 
Schooling: Common school. 

MTJITIGRAPH OPERATOR MIMIC 

Kindred Occupation: Duplicating machine operator. 
Description: The multigraph operator sets type from the supply case, 

inserts it in the printing drum, and manipulates the machine which 

prints various forms, letters, and other material, 
ftualifications : Should be accurate, careful, and neat. Should have had 

some experience in typesetting, and should be able to adjust the machine 

so as to produce clear copies. 
Schooling: Common school. 

OFFICE BOY OAK 

Description: The office boy distributes and collects papers, carries mes- 
sages and parcels about the office, to the factory, or to customers 
throughout the city, and does other office work that requires no special 
training, 
ftualifications : Obedience ; neatness ; honesty ; courtesy. 
Schooling: Common school. 

OFFICE EftUIPMENT AND ARRANGEMENT SUPERVISOR OBOE 

Description: The office equipment and arrangement supervisor determines 
the equipment necessary to handle economically and efficiently the work 
of an office; recommends the purchase of new equipment; supervises the 
arrangement of office equipment so as to conserve space, to minimize 
confusion, and to provide sufficient heat, light, and ventilation. He keeps 
records of all office equipment in each department ; supervises the storage 
and delivery of all stock equipment and transfer of equipment. Super- 
vises the repairing and salvaging of broken and worn-out equipment. 

Qualifications: He must have a knowledge of the routine work carried on 
in various locations so as to be able to plan an efficient arrangement of 
office equipment and must know the advantages and the comparative 
costs of all kinds of office equipment. He must know the proper heating, 
lighting, and ventilating systems for office buildings. He must be eco- 
nomical, resourceful, and possess the tact necessary to deal with men in 
business. He must have had previous experience in equipment work. 

Schooling: High school; higher education desirable. 
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OFFICE GIRI OCEAN 

Description: The office girl distributes and collects papers, carries messages 
and parcels about the office, to the factory, or to customers throughout 
the city, and does other office work that requires no special training, 
ftualifications: Obedience, neatness, honesty, and courtesy. 
Schooling: Common school. 

OFFICE MANASER OCHER 

Description: The office manager has charge of the office and must see 
that each department has the proper number of employees, that the work 
is satisfactory, that the methods of the office are efficient, that the work 
is properly and promptly dispatched, and that the workers are efficiently 
placed. He is responsible for regular and punctual attendance, and looks 
after the employment, transfer, and discharge of office help. 
(lualifications : He must be progressive and have a broad point of view, 
the power to direct others, and the ability to delegate work that can 
be done by subordinates. He must understand thoroughly the work of 
every department and its interrelations. He should be enthusiastic, 
alert, tolerant, iirm, tactful, and resourceful. 
Schooling: High school; higher education desirable; accountancy and busi- 
ness courses desirable. 

ORDER CIERK ODD 

Description: The order clerk transcribes orders from original order slips 
to the firm's order forms. He checks orders to see that the individual 
items are correctly priced and that the totals are correct. 

ftualificatlons : Intelligence ; accuracy ; ability to learn readily the prod- 
ucts sold by the firm. Should be able to operate the typewriter. 

Schooling: Common school. 

PAYMASTER PILER 

Description: The timekeeping department having certified to the paymaster 
the individual earnings of the employees for any period, the paymaster 
pays the employees accordingly ; collects and files the pay receipts ; 
analyzes the pay roll by departments; and prepares any necessary sta- 
tistics relative to money paid to employees. The paymaster also in many 
cases keeps on file records of employees, records of dismissals, transfers, 
rate increases, etc. 
ftualificatlons: The paymaster should have had experience in the routine 
work of a paymaster's office, and have had sufficient additional train- 
ing and experience in bookkeeping and statistical work to qualify for the 
accounting and report work of a paymaster's office. He must be able to 
keep his books and records in such condition that they are ready for 
inspection and auditing at any time. He should be honest, accurate, 
and have a mind for detail. 
Schooling: Common school; preferably high school. 

PERSONNEI SUPERVISOR. {See Welfare supervisor.) 
PHONOTYPIST. (See Transorlblng-machlne operator.) 
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PHOTOSTAT OPEKATOR TIN 

Description: The photostat operator works a machine used for the quick 
reproduction by photograpliic processes of important contracts, orders, 
letters, reports, and other data, 
ftualifications : Should be a rapid and careful worker. 
Schooling: Common school. 

PRICE CLERK PINE 

Description: The price clerk is supplied with a net price list or with costs, 

to which he adds a certain amount of profit. He verifies prices made 

by the salesman before orders are entered and bills sent out. 
ftualiflcations : Should have a general knowledge of office practice. Mu«!t 

be accurate and neat. Must be a good penman and be able to operate a 

typewriter. 
Schooling: Common school. 

PRIVATE SECRETARY PINCH 

Description: The private secretary handles the general correspondence of 
the head of a department or an official ; meets and Interviews visitors ; 
prepares office reports ; collects and interprets information for execu- 
tive action ; and performs other incidental secretarial and clerical work 
necessary to relieve the superior of detail, 
ftualifications : Must have a sense of organization and the ability to sys- 
tematize work ; must be courteous and tactful, and exercise good judg- 
ment ; must be an expert stenographer. 
Schooling: High school; courses in secretarial work or equivalent. 

PRODTTCTION MANAGER PALET 

Description: The production manager plans the work in the factory and 

sees that the work is efficiently conducted. 
Qualifications: He must have a broad point of view, the power to direct 
others, and the ability to delegate work that can be done by others. He 
must have a thorough knowledge of factory and shop conditions. He 
must have an analytical mind and executive ability of high order. He 
should be enthusiastic, tolerant, firm, tactful, and resourceful. 
Schooling : High school ; higher education desirable ; technical education 
or courses in scientific management and allied branches. 

PTTBLICITY MANAGER. (See Advertising manager.) 

PURCHASING AGENT PAll 

Description: The purchasing agent investigates market conditions, de- 
termines where the needed material can be most advantageously pur- 
chased, and sees that the material is bought and delivered at the proper 
time. 

ftualifications: He must know how to obtain information as to sources of 
supply, and how to give records of past purchases, prices, and quotations. 
He must know how much material must be purchased and when to pur- 
chase it most advantageously. Good judgment ; must be well balanced 
and alert ; technical education in his industry desirable. 

Schooling: High school. 

Note. — In specifying a purchasing agent, the industry for which he is 

to purchase goods or the kind of goods to be purchased must be added to the 

code word for purchasing agent. 
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EECEIVING CLERK RAID 

Description: The receiving clerk has charge of Incoming material, check- 
ing it against the invoice for quantity, quality, and condition. In many 
firms he is required to make an original list of all Incoming goods, which 
is afterwards checked up with the invoice when received, 
ftualiflcations : He must understand the general methods of billing and the 
assigning of incoming goods to the respective departments or storerooms. 
Schooling: Common school. 

ROUTE CLERK. (See Traffic manager.) 

SALES MANAGER SANK 

Description: The sales manager determines the selling policy of the firm, 
has general oversight of the whole selling organization, and is respon- 
sible for obtaining satisfactory results. 

ftualifications : Intelligence; initiative; executive ability; good judgment. 
He must have a thorough knowledge of the line of goods to be sold ; 
must understand the requirements of the various districts In which the 
sales are to be made ; must be experienced in handling a selling force in 
the field ; and must be able to select and train salesmen. 

Schooling: High school; higher education desirable. 

Note. — In specifying a sales manager, the name of the goods to be sold 

and the sales district must be added to the code word for sales manager. 

SHIPPING CLERK ' SAP 

Description: The shipping clerk supervises the weighing, boxing, and pack- 
ing of shipments, and sends a memorandum to the bill clerk or book- 
keeper; also fills out bills of lading. 
Qualifications : He should have had some experience in a railroad ofllce, and 
should be able to route goods. He should be a good penman and be able 
to operate a typewriter. He should have a knowledge of geography and 
rail, water, and parcel-post routes. 
Schooling: Common school. 

SHOP ROUTER SHAD 

Description: The duty of the shop router is to classify all work going into 
the shop and to assign it to the various departments ; also to specify 
the machine on which the work Is to be done, 
ftualiflcations : The shop router must be a person thoroughly familiar with 
the equipment and organization of the shop in which the work Is to be 
routed. He must have a thorough knowledge of shop materials and 
with the supply of stock on hand. He must also have a thorough knowl- 
edge of each machine in the shop and understand general methods of 
billing, checking,- and follow up. He should read drawings to the extent 
of fully comprehending every detail of material and mechanical require- 
ments. He should have good health. 
Schooling: Common school; preferably high school. 

STATISTICAL CLERK SAPPY 

Description: The statistical clerk compiles, checks, corrects, and tabulates 

statistical data and performs other statistical or incidental clerical work. 
ftualifications : Should have had some experience in statistical work. 

Should understand the use of one or more electrical and mechanical 

computing machines. Accuracy ; manipulative skill. 
Schooling: High school; courses in statistical methods. 
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STATISTICIAN SHIRK 

Description: The statistician is responsible lor tlie collection, compilation, 
and preparation of statistical tables, graphs, and reports of various 
kinds, 
ftualiflcations: Should have experience in investigative and statistical work 
and a broad general knowledge of statistics and their application to busi- 
ness conditions. He should be thoroughly, familiar with the work of ac- 
counting, sales, and billing departments. Special courses in economics 
and statistics, or equivalent training. 
Schooling: College education. 

STENOGRAPHER SASH 

Kindred Occupation: Typist. 
Description: The stenographer records dictation in shorthand, which is 

later transcribed on the typewriter. 
Qualifications: Intelligence; mental alertness; good memory; carefulness; 

neatness. Should have graduated in stenography and typewriting from a 

school of good standing; special courses in English grammar, spelling, 

and punctuation. 
Schooling: Common school, preferably high school. 

STENOTYPIST SATIN 

Kindred Occupation: Stenographer. 
Description: The stenotypist talces dictation by means of -tiie stenotype 

machine, which writes a system of abbreviated words, afterwards to be 

transcribed upon the typewriter, 
ftualifications: Special course in stenotypy. Intelligence; mental alertness; 

carefulness ; neatness. 
Schooling: Common school, preferably high school. 

STOCK CHASER SHADE 

Description: The stock chaser is a man who follows up all routing of ma- 
terials from the various departments to see that they arrive on time and 
reports to the router as often as necessary the progress of any given 
order from the factory. 
Gualificatlons: The stock chaser should be familiar with billing and with 
stock orders, and should be keen to detect any cause for delay in the 
process of construction. He should be recruited from the billing clerks. 
He should read drawings. The stock chaser should have good health 
and strength. 
Schooling: Common school. 

STOCK CLERK SATYR 

Description: The stock clerk receives and checks up supplies and keeps 

proper records of all materials given out to the several departments. 
Qualifications : He should know how to keep simple aiccounts. Carefulness ; 

accuracy. 
Schooling: Common school. 

STOREKEEPER SOIE 

Description: The storekeeper makes requisitions, receives, inspects, stores, 
issues upon proper requisitions, classifies, and accounts for the materials, 
supplies, and stores in the storeroom, storehouse, or yard. 
Qualifications: He must be able to keep accurate records of materials, sup- 
plies, and stores issued, and make reports to the office, and must see that 
the soods in his charge are properly stowed and watched. 
Schooling: Common school. 
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STOKES CLERK. (See Stock clerk.) 

SWITCHBOARD OPERATOR. (See Telephone operator.) 

TABU1ATIN6-MACHINE OPERATOR TAME 

Description: The tabulatlng-machine operator assembles the tabulating 

machine cards by means of an electric sorting machine, which classifies 

the cards according to the desired classifications. 

ftnalifications : Accuracy, speed, manipulative skill, and a mind for detail. 

Schooling: Common school; special training. 

TELEGRAPH OPERATOR THT7MB 

Description: The telegraph operator receives and sends messages over one 

or more private wires, 
ftualifications : Should be able to receive and send not less than 25 words 
per minute. Should be a good penman and should be able to operate a 
typevirriter. Should have had previous experience in a large office, or 
with a telegraph company. Mental alertness ; accuracy. 
Schooling: Common school; special training in telegraphy. 

TELEPHONE OPERATOR THUD 

Description: The telephone operator makes the necessary connections for 

all incoming, outgoing, and interior culls. 
ftualiflcations : Special training in operation of switcliboard. Intelligence, 

good memory, pleasing voice, courtesy. 
Schooling: Common school. 

TIMEKEEPER TAMER 

Description: The timekeeper collects and summarizes the time for all de- 
partments and computes the wages due each worker. 
ftualifications : He must know methods of timekeeping, and should be able 

to prepare report sheets and make out pay rolls. 
Schooling: Common school. 

TRAFFIC MANAGER TAN 

Description: The traffic manager specifies for the purchasing department 

the best routing for outgoing and incoming freight ; computes freight 

charges, checks freight bills, and handles all claims for damages, loss, oi 

overcharge. 
Qualifications: He must be thoroughly familiar with all railroad routes, 

terminals, and tariffs in the territory over which he is to route freight. 

Must be familiar with interstate commerce laws and methods of packing 

and classifying freight. Actual railroad experience essential. 
Schooling: High school; courses in business arithmetic, industrial history, 

commercial geography, and business procedure. 

Note. — In specifying a traifio manager, the territory over which he is to 
ship freight should be added to the code word for traffic manager. 

TRANSCRIBING-MACHINE OPERATOR THUS 

Kindred Occupation: Typist. 

Description: The transcribing-machine operator types the dictation which 
has been recorded on the cylinders of the dictating machine. 

Qualifications: The operator should be neat, accurate, mentally alert, and 
quick. Should have a thorough knowledge of business English and letter 
writing, spelling, and punctuation. Must be a high-grade typist and 
should have had special training in transcribing. Accurate hearing. 

Schooling: Common school; high school desirable; special training as 
typist. 
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TYPIST TRACE 

Description: Tile typist does general typewriting, incidental clerical work, 

and filing. 
ttualifications: Special training in typewriting; accuracy; neatness; good 

memory. 
Schooling: Common school. 

WEIFARE SUPERVISOR WAGE 

Description: The welfare supervisor has general charge of the working con- 
ditions that make for elEciency and well-being of factory and office 
employees. The duties include the oversight of hospitals, lunch rooms, 
wash rooms, and libraries, housing conditions, and often require visits 
to the homes of the workers. 
Qualifications: Must have a knowledge of factory hygiene, housing, educa- 
tion, club activities, the improvement of the industrial environment ; 
courses in industrial and social sciencies or equivalent. 
Schooling: College education or equivalent. 
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